Instructions for Approving your Kronos Time

Once your time has been entered, you will need to approve it. Click on “Approvals” (arrow below).
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Then Click on “Approve”. (see arrow below) You're done!
However, there are options. You can approve your time on a daily, weekly, pay period, previous pay
period, specific time frames, etc. See the next page on how to select those options.
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As you can see there are a number of options when approving your time. You can choose any of these
options first, then click on “Approvals” and “Approve”

What should you do if you've already approved your time and you need to alter it? You cannot change
your time unless you “Remove Approval” (See arrow below). Alter your time and re-approve.
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How can you tell if you've approved your time? Once you've approved, the “Sign-offs & Approvals” tab
will appear. (See first picture below). Click on that tab and a dialogue box will show up indicating the
date and time you’ve approved. (See second picture below).
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